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(c) Successful completion of a graduate course shall 
require attainment of at least a "B" grade. 

Selection of Applicants: 

While the selection of applicants is at the sole discretion of 
the state superintendent, it is the express policy of the state to 
offer all qualified applicants an equal opportunity to participate 
in the educational assistance program within the limitations imposed 
by the availability of funds and agency staffing requirements. 
Agencies will also encourage continued education by allowing 
employees flexible work schedules and unpaid leaves of absences 
whenever possible consistent with the efficient administration of 
government. 

Agency Employment Requirements: 

Any staff member who receives reimbursement for tuition shall 
agree to remain in the active employment of the Department after 
the receipt of such benefit for a period of one month for every 
unit of credit earned. 

Employees who are attending school under the "full-time educa
tional leave with pay" category shall agree to remain in the active 
employment of the agency for two months for every month of school. 

ENFORCED LEAVE (EMERGENCY LEAVE) 

The Department shall grant a classified or certificated 
employee time off from duties with pay, exception listed below, for 
absence necessary or reasonable in accordance with Section 14.4, 
Merit Rules and Regulations: 

"a. Not to exceed three working days for each occurrence of 
death in the immediate family." 

b. Not to exceed one working day for each occurrence for 
service as pallbearer at the funeral of a person not a member of an 
employee's immediate family. 

c. Not to exceed five working days total in a calendar year 
for the temporary emergency care of ill or injured members of the 
employee's immediate family for the time necessary to permit the 
employee to make other arrangements. 

"Said enforced leave shall be charged against the employee's 
active sick leave and shall not be granted in excess of accrued 
sick leaveG 11 

"Immediate Family" is interpreted to include: wife, husband, 
children, foster children, parents or parents-in-law, grandchildren, 
grandparents, brothers or sisters, brothers-in-law, sisters-in-law, 
aunts, uncles or corresponding relatives of spouse or other relatives 
of employee or spouse residing in employee's immediate household. 
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HOLIDAYS 

Holidays established by Section 33.2 Code of Iowa and subsequent 
amendments are New Year 1 s Day~ Memorial Day~ Independence Day, 
Labor Day, Thanksgiving Day and the day after, Christmas Day, and 
two addlttonal holidays as determined by the Executive Council. 
The holiday schedule for each calendar year is posted on bulletin 
boards and listed l_n the News of the Week. 

Personal holiday credit is accrued as vacation 
at a rate not to exceed 16 hours per calendar year. 
officer can explain this accrual in more detail. 

JURY LEAVE 

to each employee 
The personnel 

When in obedience to a subpoena or direction by proper authority, 
an employee, appearing as a witness or jury member in any public or 
private litigation, is entitled to leave of absence without loss of 
compensation. 

Employees in pay status when performing court and jury service 
shall reimburse to the Department all fees received by the employee 
less mileage allotments and parking fees. 

MILITARY LEAVE 

All employees of the Department who are members of the National 
Guard, organized reserves, or any division of military service who 
are ordered to active duty are entitled to a leave of absence for 
the duration of duty. The employee will continue to receive pay 
during the first 30 calendar clays of such absence. 

All en;ployees of the Department who enlist in military service 
are entitled to a leave of absence for the duration of duty. The 
employee will continue to receive pay during the first 30 days of 
such absence. 

A copy of the military order issued to the employee must 
accompany attendance records when the days being paid indicate 
employee is or '"as on military leave. 

LEAVE OF ABSENCE WITHOUT PAY 

A classified employee, upon application in writing, may be 
granted leave without pay for any reason deemed satisfactory to the 
Department. Such leave shall not be granted for more than 12 
months. The Department may grant extensions if it serves the 
interest of the Department. Such extension shall not be for more 
than a year. 

Failure on the part of the employee to report immediately at 
the expiration of any leave of absence shall be considered as a 
resignation. 

Certificated employees must make application to the state 
superintendent of public instruction via supervisory chain of 
command~ Provisions for leave are the same as enumerated aboveo 
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See "Sick Leave Without Pay" for information concerning 
continuance of health insurance. 

SICK LEAVE 

Employees, excluding emergency and temporary personnel, are 
entitled to sick leave. Sick leave accrual and usage is shown on 
the pay warrant stub. Upon retirement, accrued days of sick leave 
of the employee shall be credited to the employee who then may 
receive a cash payment of up to $2,000 for unused sick leave. 
Entitlement amount is the product of the unused hours and the 
employee's hourly rate of pay. 

The following rules shall apply for sick leave: 

1. Sick leave shall apply to a period in which the employee 
is incapacitated by sickness or injury, for medical, 
surgical, dental or optical examination or treatment or 
where by reason of exposure to a contagious disease, the 
employee's presence at work would jeopardize the health 
of others. 

2. Sick leave shall not be taken in advance of accrual. 

3. Sick leave accrual shall not exceed 18 working days per 
year unless the appropriate collective bargaining agreement 
stipulates otherwise. 

4. Sick leave shall not accrue during leave without pay. 

5. Sick leave shall be charged as used on a minimum amount 
of one half hour or increments thereof. Holidays falling 
within a period of sick leave shall not be charged to 
sick leave. 

6. If an absence for illness or injury extends beyond the 
sick leave accrued, the additional time will be charged 
to vacation. If all sick and vacation leave is used, 
employees may be granted sick leave without pay by making 
arrangements with the appropriate supervisor and personnel 
officer. 

7. In any instance of sick leave usage, the supervisor or 
Department may require an employee to provide a physician's 
certificate or evidence from another authorized practitioner 
to substantiate the sick leave or to clearly show there 
was sufficient disability to preclude said employee from 
performing work. In the event of a failure or refusal to 
supply such a certificate, the sick leave shall be treated 
as other appropriate leave. 

8. Permanent part-time employees shall accrue sick leave at 
a ratio that relates to regular employee work hours. 

9. Pregnancy shall be treated as any other temporary disability, 
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SICK LEAVE CONVERSION 

Employees who: 

(a) do not use any sick leave during a calendar month; 

(b) have a current balance of at least 30 days (240 
hours) in their sick leave account; 

(c) are not covered by a collective bargining agreement 
negotiated under the Public Employee Bargaining Act 
(Chapter 20, Code of Iowa); 

(d) apply in writing, either for permanent conversion in 
eligible months, or on a monthly basis (by the lOth 
of the month following the one in which the employee did 
not use sick leave); 

will receive four hours vacation time in lieu of the 12 hours sick 
leave normally received. 

SICK LEAVE WITHOUT PAY 

Upon written application of an employee or a representative of 
the employee, filed with the supervisor, sick leave without pay may 
be granted by the Department after both sick leave and vacation 
leave have been exhausted. Application of the employee or representative 
for employee must be in writing and must be supported in accordance 
to item eight of the subsection on Sick Leave. 

Continuation of health insurance is possible. If cessation of 
active worl'. is due to illness or injury, the employee's health 
insurance may be continued at the group rate for a period of 12 
months from the date that an individual has used up accrued sick 
leave if the employee continues to pay both the employee and the 
state share. The premium payment to the State Office Financial 
Section must be paid on or before the first day of the month for 
which the insurance coverage is in force. 

This policy relates only to Leave of Absence Without Pay 
because of illness or injury. For all other Leaves of Absence 
Without Pay, the employee may be continued for health insurance 
coverage for a period not to exceed three months. (See Accounting 
Unit for more information) 

RIGHTS UPON RETURN 

A properly executed leave without pay shall accord the employee 
the right to be returned to the position previously held, or one of 
like nature which is vacant as stated in Sec. 14.8 of the rules of 
the Iowa Merit System. 
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VACATION LEAVE 

"All employees of the state shall earn two weeks vacation per 
year during the first year of employment and through the fourth 
year of employment, and three weeks' vacation per year during the 
fifth and through the eleventh year of employment, and four weeks' 
vacation per year during the twelfth year through the nineteenth 
year of employment, and four and four-tenths weeks' vacation per 
year during the twentieth year through the twenty-fourth year of 
employment, and five weeks' vacation per year during the twenty
fifth and all subsequent years of employment, with pay." -- Code of 
Iowa 1979 as amended by the Sixty-Eighth General Assembly, 1979 
Session. 

Vacation leave is shown on the pay warrant stub and is accrued 
in terms of hours. Check with the Accounting Unit if there are 
questions. 

Vacation and personal holiday accrual stops when an employee 
reaches twice the annual entitlements. 

1.. Vacation leave may not be taken in excess of hours 
accrued. 

2. Vacation leave will be charged as used. 

3. Vacation leave must be applied for in advance by the 
employee and may be used only when approved by the 
employee's supervisor. 

4. Officially designated holidays falling within a period of 
vacation leave will not be counted against vacation time. 

5. Consideration is given to the efficient operation of the 
Department in the scheduling of vacation leave. The 
employee's snpervisor may request that vacation leave be 
taken at a date other than that first selected by the 
employee if the change is in the best interest of the 
Department. However, the employee is not required to 
reduce accumulated vacation leave to less than one week 
and the change must not penalize or work undue hardship 
on the employee. 

6. Part-time employees will accrue vacation leave on a 
prorata basis. 

7. No vacation leave shall accrue to an employee while on 
leave without pay. 

8. Vacation leave is based upon continuous service. ~1en an 
employee terminates employment vJith the state and at a 
later date resumes employment with the Department or with 
any other state agency, the employee will not be allowed 
to credit previous state employment toward vacation 
benefits. However, if an employee transfers to another 
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state agency and is on continuous service, unused vaca
tion leave is transferred. 

9. Upon termination employee is paid for unused vacation. 

OFFICE CLOSED (INCLEMENT WEATHER) 

As directed by the State Executive Branch, the following 
policy will prevail for state employees during inclement weather: 

Employees must make every effort to get to work. When the 
employer closes the facility, employees may elect to work their 
regularly scheduled hours even though the state facility is closed 
to the general public. If employee chooses not to go to work, 
employee has a choice of using vacation or leave of absence without 
pay. 

Because of unforeseen difficulties in getting to work during 
inclement weather, an employee reporting within one half hour of 
regular reporting time will not be charged with leave time. 

When the facility is not closed, employees who do not report 
to '"ark may use vacation or leave of absence without pay as they 
may elect. 

LEAVE PROVISIONS (OTHER) 

CANDIDATE FOR PARTISAN ELECTIVE OFFICE 

An employee of the Department wishing to become a candidate 
for a paid, partisan elective office, should check with the personnel 
officer regarding procedures for arranging for a leave without pay. 

RELIGIOUS OBSERVANCE (VACATION) 

Department supervisors >Vill make reasonable accommodations for 
the religious needs of employees who wish time off for religious 
observances. Such time off shall be charged to the employee's 
accrued vacation leave, unless the State Executive Council has 
approved other procedures. 

LEGISLATIVE LIAISON 

Personnel are assigned by the state superintendent to work >Vith the 
legislature and United States Congress. The legislators are informed of 
personnel assigned as liaisons. Employees are not to contact legisla-
tors about Department-related legislation unless assigned to such work. 
However, requests for assistance and/or information received from legislators 
should be honored. When providing such assistance, the staff member 
should inform the Department's legislative representative. 

OFFICE WORK AREA 

An orderly working area makes each job easier, safer, and increases 
overall efficiency. Supervisors are responsible for the overall appearance 
of the areas under their supervision. 
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PERFORMANCE APPRAISAL 

The most important tool the employee and the supervi.sor can use to 
improve job performance is performance evaluation. This process provides 
an opportunity to di.scuss constructive methods to maximize and improve 
performance, to provide growth and development opportunities for the 
employee, anc to increase job satisfaction. 

Directors, chiefs, and supervisors are responsible for the performance 
appraisals of employees under their supervision. The employee and the 
supervisor will sign all copies of the evaluation forms. Distribution 
is explained on the forms, however, the "Merit Copy" is sent to the 
personnel officer. 

Probationary employees are given a performance evaluation before 
the end of six months of employment. In this way, employees are kept 
aware of how well they are doing: the quantity and quality of their 
work with the appropriateness of their attitudes and t<ork habits. 

Please refer to your handbook "Iowa Employee Guidelines, Preparing 
for Your Performance Planning and Evaluation" for more detailed explana
tion of performance evaluation. 

A. Classified Employees 

The rating period for employees in permanent positions is 
at a minimum of once a year though more frequent periods may 
be used as agreed to by the supervisor and the employee. 
Prior to the employee's anniversary, the supervisor will 
complete a performance evaluation in discussion with the 
individual employee. 

Tl1e employee should be prepared to discuss job accomplish
ments as well as problems encountered. 

B. Certificated Employees 

Certificated employees will be evaluated at least annually 
in conference with the Immediate supervisor. 

One of the main purposes of this evaluation is to set 
goals and objectives for the upcoming term as these relate to 
the job description for the position. These goals and objectives 
will build on previous objectives, progress achieved and 
future potential. 

PERSONNEL FILES 

The Department provides certain basic information, upon request and 
with approval of the employee, to various credit agencies, banks, etc. 
As a general rule, these inquiries are a result of an employee's application 
for loans, credit cards, credit ratings, etc. Information furnished 
includes verification of employment, income, social security number, and 
the potential of continued employment with the Department. Any request 
for information of a more personal nature will be brought to the attention 
of the employee for approval before release. 
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The contents of the individual's personnel file are confidential 
and open only to the employee, the employee's supervisors, and the 
personnel officer. 

POSITION CLASSIFICATION, MOBILITY, AND EVALUATION 

JOB CLASSIFICATION PLAN 

Under Merit, positions with the classified services are 
grouped so those with similar duties, degrees of difficulty, and 
responsibility are included in the same class. The classified 
services consist of positions within the Department that are 
covered by the Iowa Merit System. 

The classification plan sets forth for each class of position 
a class title, definition, examples of work performed, minimum 
qualifications, and special requirements that are necessary for 
satisfactory performance in the class. Personal qualifications 
commonly required of an employee such as good citizenship, honesty, 
loyalty, sobriety, industriousness, receptiveness to supervision, 
and willingness to cooperate with associates are imperative. 

JOB DESCRIPTIONS 

There is a written job description for every position in the 
Department which defines the duties and responsibilities of that 
position. 

It is important that a classified individual's job description 
be accurate. The supervisor is responsible for notifying the 
personnel officer when significant changes occur in the duties and 
responsibilJties of a position. The personnel officer initiates 
action to revise the job description. 

The certificated employee's job description is reviewed during 
performance appraisals and/or when duty changes are made. The 
supervisor, after the associate superintendent approves changes in 
a job description, must send a revised copy to the personnel 
officer. 

POSITION ALLOCATION 

To obtain authorization for a new classified position, the 
supervisor and personnel officer will develop a job description and 
other appropriate materials and route through proper authority for 
evaluation by the Merit Employment Department. That agency will 
determine proper classification. The requested position must be 
approved by the deputy state superintendent, state superintendent 
and State Board of Public Instruction before being submitted for 
the approval of the Executive Council and state comptroller. The 
Department will be notified of the action taken. 
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The creation of a new position for a certificated employee 
does not involve the Merit Employment Department. Like the procedures 
for obtaining a new classified position, however, it must be 
supported by justification and a complete job description. The 
personnel officer will assist in preparing job description with 
material substantiating the need for such position. Such report 
shall be submitted to the deputy state superintendent. 

If approved by the deputy state superintendent, the request 
shall then be submitted to the state superintendent for recommendation 
to the State Board of Public Instruction. Upon approval by the 
Board, the personnel officer will take steps to secure applicants 
for the position. 

PROMOTION 

All permanent classified employees are encouraged to take 
promotional examinations as a step to being eligible for positions 
for which they are qualified, When the tests are passed, an 
employee can request to be listed on the Merit Employment register 
as a candidate for the higher classified position. It is important 
that such an employee read recruitment bulletins to keep informed 
of positions available. These bulletins are a major source of 
information about promotional opportunities. 

Promotions set new review dates for merit pay increases. 

All certificated employees may make application for vacancies 
occurring within the Department. Applicants must complete the 
necessary forms' for updating their personnel file. The final 
determination on such changes will be made by the state superintendent. 

REALLOCATl•JN OF POSITIONS 

Reallocation is the process of reassigning a position to a 
different classification. When a position is reallocated, salary 
adjustments may be necessary. The personnel officer will advise 
those .concerned of any adjustments. 

SPECIAL DUTY APPOINTMENTS FOR CLASSIFIED PERSONNEL 

Merit Employment Department rules make provision for special 
duty assignments for classified employees. When the services of an 
employee are temporarily needed in a position other than the 
position assigned, that employee may be detailed, with MED approval, 
to perform duties of the other position for a period of up to three 
months without change in title or status. This other assignment 
may be approved for an additional three months by ·MED. During the 
term of this special duty assignment, the employee will be paid at 
an appropriate step of the pay range for the classification to 
which he or she is assigned. This appointment shall not cause a 
decrease in pay. 



- 43 -

TRANSFER 

Transfer requests, by classified employees between branches, 
divisions, or sections of the Department, are considered in relation 
to vacancy needs. An employee may be transferred if a comparable 
vacancy exists and the transfer is approved. Detailed information 
regarding transfer is available from the personnel officer. 

Transfers may be made to another position in the employee's 
present classification, or to a different class of position having 
the same pay grade. The employee must possess the qualifications 
for the new class and complete any performance examinations that 
may be required. The transfer must be approved by MED. 

Request for transfer by classified and certified employees 
must be made by letter to the personnel officer. 

VOLUNTARY CHANGE IN POSITION 

A permanent employee may, in writing, request a change in 
position. 

A classified employee must be certified by the director of the 
MED as eligible for the position. 

A certificated employee may be granted a change of position 
upon recommendation of the state superintendent and approval of the 
State Board of Public Instruction, 

PROBLEM DRINKING AND/OR DRUG ABUSE 

Any employee whose job performance is adversely affected by the 
consumption of alcoholic beverages and/or misuse of drugs must (1) 
accept the fact that there is a problem and (2) seek competent, profes
sional help to resolve it. The Department will request that the employee 
investigate the help available. Information on this help can be secured 
from the personnel officer. 

The 
employee 
drinking 
measures. 
persists, 

Department's initial actions will be to seek cooperation of the 
in a corrective program. Continued involvement in problem 
and/or drug abuse by an employee will result in disciplinary 

Termination procedures will be carried out if the problem 

PUBLIC RELATIONS 

Employees of the DPI have contacts with people 
face to face, telephone, or written communication. 
communication, by whatever method, is essential for 
operation of the Department. 

PUBLICATIONS DISTRIBUTION 

in various ways -
Courteous and clear 
the successful 

The 68th Iowa General Assembly authorized the establishment of the 
Document Depository Program to be operated by the State Library Commission. 



- 44 -

The purpose of this program is to make state publications accessible to 
the public by placing them in selected depository libraries around the 
state. 

Therefore, deliver 10 copies (except items for internal use only) 
of everything printed by Copy Center, Centralized Printing, and State 
Printing (commercial) to Equipment and Supplies. The 10 copies include 
those for in-house filing and those for the Depository Program. 

Publications are available to educators and the public as a service 
of the DPI. Most of the publications are free, but for special produc
tions, a charge may be assessed. Information on availability of publications 
may be obtained by contacting the Publications Section. 

The DPI Dispatch is distributed to all employees of the DPI and 
local schools plus other interested persons associated with education 
programs. 

The Iowa Educational Directory is distributed to employees of the 
DPI and the administrators of public agencies in Iowa. Copies are 
available on request by others, for the cost of printing. 

School Laws of Iowa are updated annually and reprinted in their 
entirety periodically. These are distributed to administrators of 
public agencies. Employees will find copies in the Resource Center and 
the offices of associate superintendents. 

Publications of the Department pertinent to specific activities or 
projects are available to interested employees. Obtain these from the 
Publications Section located in the southwest area on the second floor. 

SALARY INFORMATION 

AUTOMATIC DIRECT DEPOSIT 

Automatic direct deposit, when authorized by the employee, 
makes automatic deposit of paychecks to personal bank or savings 
accounts. Information on this and authorization forms can be 
obtained from the Accounting Unit. 

COMPENSATORY TIME 

Compensatory time off is a method of payment for properly 
authorized overtime. (See Overtime) 

OVERTIME 

Classified personnel in supervisory positions and certificated 
staff are not eligible to earn overtime. Overtime is that time an 
employee actually works in excess of 40 hours per work period which 
is a regular re-occurring period of 168 hours in the form of seven 
consecutive 24-hour periods. 
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Because of budgeting limitations, it is the position of the 
Department to avoid overtime. Any use must be authorized, in 
advance, by the state or deputy state superintendent. Branches are 
to consider work schedule changes whenever possible; however, these 
changes cannot be made arbitrarily. 

Whe~ overtime is properly authorized, payment should be made 
in either cash or compensatory time, but the recommended procedure 
is to utilize compensatory time off in lieu of cash payment for 
overtime. Overtime shall be compensated at a rate of one and one
half times the employee's regular hourly salary rate or an hourly 
equivalent in compensatory time off. The personnel officer has 
additional information on procedures and restrictions. 

PAYCHECK AND EARNINGS STATEMENT 

Pay warrant stubs contain valuable data. They show, among 
other things: gross earnings for pay period and year-to-date; 
deductions; net earnings for pay period and year-to-date; sick 
leave used and accrued; vacation used and accrued. Contact the 
Accounting Unit regarding questions about any of the entries. 

PAY DAY 

Employees are paid every other Friday for the bi-weekly pay 
period ending on Thursday of the preceding week. If the pay day is 
a holiday, pay day will be the first preceding work day. 

If an employee feels a mistake has been made on a paycheck, 
the Accounting Unit should be notified. If there is an error, 
appropriate corrective action will be taken by the Accounting Unit. 

SALARY ADJUSTMENTS 

Salary adjustments for classified employees, unless excluded 
by bargaining agreements, are not automatic. Step increases on the 
same pay ranges, sometimes referred to as merit pay increases, must 
be substantiated by satisfactory performance evaluations. Dates of 
merit pay increases are determined by date of employment, date of 
promotion, or effective date of position reallocation. All pay 
increases are effective the beginning of a bi-weekly pay period. 

While a majority of the salary adjustments for classified 
staff are merit increases, Chapter 4 of the Rules of the Iowa ~!erit 
System does explain other salary adjustments. These are: lead 
worker pay; promotional pay increases; exceptional meritorious 
service increases; pay increases for special duty assignments; pay 
adjustments incident to pay grade reassignments; and differential 
pay. 

Salary adjustments for employees under collective bargaining 
agreements are stipulated in the terms of the agreement. Copies of 
the agreements are available from the specific bargaining unit. 
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Salary adjustments for certificated employees must also be 
substantiated by satisfactory performance evaluations. These 
adjustments are subject to approval of the State Board of Public 
Instruction. 

The Iowa legislature has provided state 
cost-of-living increases for several years. 
reflected in the first paycheck in July. 

employees with annual 
That increase has been 

Less than satisfactory work evaluations and/or disciplinary 
action can result in delayed step-to-step increases or even demotions. 
If and when such actions are necessary, employees are advised of 
appeal rights. 

SALARY SCHEDULES 

Job titles and previous experience determine placement on 
salary schedules. Classified employees are on one of several merit 
pay plans depending on whether the position is or is not under a 
bargaining agreement. 

Certificated employees are on one of two salary schedules 
developed by an appointed study committee and approved by the State 
Board of Public Instruction. Assignment to a salary schedule is 
determined by job title, and placement is by level of education, 
experience or administrative recommendation. 

Copies of applicable salary schedule are on file in the 
Personnel Office. If additional information about your pay assign
ment is desired, contact the personnel officer. 

SELLING - SOLICITING 

Nothing other than material required in the operation of state 
government shall be distributed free or offered for sale in the Depart
mente 

SMOKING POLICY 

Chapter 98A, Code of Imva, 1978, states that there shall be no 
smoking in public buildings except as designated. In complying with 
this, the following policy is in effect: 

1. The regular work station of an employee may be designated as 
"smoking permitted" area by that employee. 

2. Conference rooms are generally "non-smoking" areas, but may be 
designated as "smoking" by the person reserving the space, 

3. Other enclosed areas where ventilation is lacking, materials 
and fluids are inflammable, etc., have been designated as 
"non-smoking" -- restrooms, elevators, and stairwells. 



1100-E42423-9/83 

DATE: September 23, 1983 

TO: All Staff 

FROM: Floyd Sievers 

SUBJECT: Changes, Page 46/47 of Employee Handbook 

As recommended by Ed Heim, Accounting Supervisor, the following 
correction on page 47 in section, PAYMENTS DUE TO THE DPI, is in order. 
The second paragraph should read as follows: 

"The only exceptions to this rule are: 

Teacher Certification Fees 
High School Equivalency Fees 
Sales of Publications by Publication Section 

Staff responsible for these shall endorse all negotiable 
instruments as soon as mail is opened with an endorsement stamp 
supplied by the Accounting Unit." 

Another correction on page 46 is necessary. Please correct 
second paragraph, second line of section RELIGIOUS OBSERVANCE (VACATION), 
to read: "in his/her absence". 

Please place this memorandum between pages 46/47 of the Handbook. 

1-~J{) 
F.A.S. 
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This policy should be implemented with discretion. It is not 
intended that every work station permit smoking. It is intended to 
permit smokers to smoke at their work station, and smokers should 
restrict this privilege to one's own de9k area. Remember, unless an 
area is designated as 11 smoking'1 it is a "non-smoking 11 area. 

As for meetings and conferences less than an hour in duration, we 
should move toward "no smoking" in consideration of the feelings of 
others. The Department desires to provide leadership and demonstrate 
good health habits and conditions. 

STAFF DEVELOPMENT 

An important facet of any employee's job or position is to develop 
skills, knowledge, and abilities that enhance higher levels of performance 
and increase promotional opportunities. Such development programs are 
provided by various branches, divisions, sections, units, staff meetings, 
conferences, and workshops. 

Employees are expected to adjust their work schedule to attend 
scheduled meetings. Those having a conflict in schedules should clear 
absences with their immediate supervisor. 

Orientation meetings for new employees are arranged and conducted 
periodically by the personnel officer. Department-wide meetings are 
usually for certificated staff and are scheduled as needed--though 
tentatively scheduled once a month September through May. 

The Governor's Policy Committee on State Employee Training and 
Development provides workshops for state employees at different times 
during the year. 

TELEPHONES 

The State of Iowa has a telephone 
Department. This system is to be used 
staff should not accept collect calls. 
inform the operator that the Department 
and ask for a number so the call may be 
individual. 

CENTREX system for use by the 
for Department business and the 
The procedure should be to 
does not accept collect calls 
returned by the appropriate 

The State's CENTREX system uses the prefix "281" plus a four-digit 
number. 

Refer to the Capitol Complex Telephone Directory for further 
information about telephone usage, including departmental listings and 
alphabetical employee listings. 

Employees, except when absolutely necessary, should not use an 
office phone for personal calls. Please notify family and friends not 
to call at work unless an emergency arises. 



- 48 -

TELEPHONE PROCEDURES 

Telephone procedures differ somewhat from general face-to-face 
communication because of the nature of voice-to-voice conversation and 
the mechanical impression you give over the telephone will reflect -
positively or negatively -- on you and on the people for whom you work. 
Developing your telephone personality will require careful thought and 
effort. 

Answer promptly. Answer all calls promptly and pleasantly. The 
telephone should be answered on the first ring. Hold the mouthpiece 
about an inch from your lips and speak directly into the telephone in a 
normal conversational tone. 

Identify yourself. A telephone conversation cannot really begin 
until the caller knows the right number has been reached. Identify 
yourself by Department or unit name. 

TRANSFER OF A CALL. If reached in error, ask for needed information 
to have the connection transferred. Transfer of calls can be accomplished 
by depressing the receiver button momentarily, dial desired number and 
depress the receiver button. 

COVERAGE OF TELEPHONES. When incoming calls to the Department are 
not answered promptly, it indicates bad management. The reputation of 
the Department as a public service agency is of utmost importance. 
Employees need to keep others in the unit informed during absences and 
when their return may be expected. 

TERMINATIONS 

ABANDONMEN'~' OF POSITION 

Any employee who is absent from duty for three consecutive 
work days without properly notifying his supervisor shall be 
considered as having resigned. 

DISCHARGE 

The services of an employee of the Department may be terminated 
for unsatisfactory work or for any other just and reasonable cause. 
Termination differs from resignation in that termination procedure 
is initiated by the supervisor. 

After discussion with the appropriate administrative staff and 
the personnel officer, the supervisor initiating the action may 
decide: (1) to proceed with termination action or (2) to set a 
"trial period" for further study of the employee's work and/or work 
habits. A written report of the decision shall be made by the 
person initiating the action. Copies of this report are fonvarded 
to the employee, personnel officer, associate superintendent, 
deputy state superintendent and state superintendent, 

When a classified employee's work is evaluated as unsatisfactory, 
the supervisor shall decide: (1) to start termination proceedings 
or (2) to allow an additional "trial period" for work improvement. 
In either case, a written report of the decision shall be made by 
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the supervisor with copies forwarded to the employee, the personnel 
officer, the appropriate associate superintendent, the deputy state 
superintendent and the state superintendent. 

The affected classified employee has the right to file an 
appeal within 30 days to the Merit Employment Department for a 
review of the case. 

If termination procedures against a certificated employee are 
necessary, the appropriate director, chief, supervisor, associate 
superintendent or the deputy state superintendent shall initiate 
the action. 

If the termination procedure is continued and finalized by the 
state superintendent, his action is subject to the approval of the 
State Board (Section 257.21, Code of Iowa). The certificated 
employee has up to 30 days in which to file an appeal to the State 
Board of Public Instruction for a review of the termination. 

EXIT INTERVIEWS 

All terminating employees participate in an exit interview 
with the personnel officer, This interview covers but is not 
restricted to the following topics: Reason(s) for separation; 
disposition of last paycheck(s); continuance of insurance coverages; 
paid leave disposition; appropriate re-employment rights; retire
ment benefits where applicable; and concerns about the refund of 
retirement contributions. 

RESIGNATION 

Resignation shall be initiated by the employee and must be in 
writing. The original copy of the written resignation is filed 
with the immediate supervisor with copies directed to the associate 
superintendent and personnel officer. 

For certificated employees, this resignation shall be filed at 
least 30 days prior to the proposed date of termination; for classified 
employees, such notice, as set forth in Merit Rules and Regulations, 
shall be submitted at least 14 days (if possible, an earlier notification 
would be appreciated) in advance of leaving. 

The time restrictions set forth in the above paragraph do not 
preclude an earlier release date if mutually satisfactory arrangements 
can be arranged between employee, personnel officer and supervisor. 

RETIREMENT 

While the normal age of retirement for employees of the Depart
ment shall be considered to be age 65, the retirement termination 
of each employee shall not be required until the employee reaches 
70 years of age. This does not preclude the State Board, acting on 
the recommendation of the state superintendent, from requesting 
that the employee consider continued employment with the Department 
beyond the age of 70. 
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STAFF REDUCTION 

It is the policy of the Department to, where possible, let 
resignations and retirement provide for any required reduction J.n 
staff. However, a restricted operating budget in either federal or 
state funds, a shortage of work, a material change in staff duties 
or Depa;:tment organization, or the abolishment by State Board 
action of one or more positions may lead to reduction of either 
certificated or classified personnel. In the case of classified 
staff, reduction shall be done in compliance with Merit System 
Rules. 

TERMINATION WITH ACCRUED VACATION 

Upon termination, the employee shall be paid for all accrued 
vacation. No vacation time can be charged to any work days after 
the last day of work. 
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APPENDIX • 

D P I 

T E M P 0 R A R Y E M E R G E N C Y P R 0 C E D U R E S 

F 0 R B 0 M B T H R E A T 

I. IF YOU RECEIVE A TELEPHONE CALL REPORTING A BOMB, , , 

FIRST: TELEPHONE THE OFFICE OF DISASTER SERVICE AT 3231. 
REPORT: 1. NATURE OF THREAT 

2. CALLER'S VOICE (DESCRIPTION) 

3, BACKGROUND NOISE) IF ANY 

SECOND: TELEPHONE DR. BENToN's oFFICE) 5294. 
II. IF THE DPJ IS NOTIFIED OF BOMB THREAT) YOU SHOULD FOLLOW THIS 

PROCEDURE, , , 

A. SEARCH SIGNAL - lHifRMITTENT BLAST ON AIR HORN -

SEARCH IMMEDIATE AREA FOR STRANGE OR FOREIGN 

OBJECTS OR PACKAGES -- REPORT TO SUPERVISOR OR 

DESIGNATED PERSON AFTER SEARCH, 

B. IF WE NEED TO EVACUATE THE BUILDING: 

1. SIGNAL - CONTINUOUS BLAST ON AIR HORN. 

2. RoUTE - UsE DOORWAY TO STAIRWAYS CLOSEST TO 

YOUR DESK FOR ORDERLY DEPARTURE. 

3, Do Nor UsE ELEVATORS - ELEVATORS WILL BE usED 

FOR ASSISTING HANDICAPPED PEOPLE. 

C. THE BASIC EVACUATION AREA WILL BE THE DPI PARKING LOT, 

You WILL BE NOTIFIED OF THE ALL CLEAR. 

Instructions for supervisors on reverse side 
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S U P E R V I S 0 R S 

AssociATEs, DIRECTORs, CHIEFS, AND SuPERVISORS HAVE 

IMPORTANT RESPONSIBILITIES DURING TIMES OF EMERGENCIES. THEY 

MUST DEVELOP DETAILED LISTS OF PEOPLE AND PROCEDURES TO ASSURE 

THE APPROPRIATE ACTION UNDER EMERGENCY CONDITIONS: 

1. APPOINT BACK-UP PEOPLE WHO CAN TAKE CHARGE OF 

RESPONSIBILITIES IN CASE OF YOUR ABSENCE. 

2. DESIGNATE PERSON TO ASSIST HANDICAPPED WORKERS 

EVACUATE THE BUILDING IMMEDIATELY ON NOTICE OF BOMB 

THREAT, 

3, HAVE STAFF CONDUCT ORDERLY SEARCH OF ENTIRE WORK AREA. 

4. HAVE EACH SUPERVISOR,ORDESIGNEE REPORT FINDINGS IN 

E.f;B.S.Ql'l. TO THEIR ASSOCIATE SUPERINTENDENT'S OFFICE. 

(OFFICE SERVICES REPORT TO DEPUTY SUPERINTENDENT's OFFICE, 

AND ADMINISTRATIVE 'SUPPORT TO THE SUPERINTENDENT'S OFFICE.) 

5, AFTER ALL REPORTS ARE IN, EACH AsSOCIATE SUPERINTENDENT 

OR DESIGNEE REPORT .IN PERSON TO SUPERINTENDENT'S OFFICE. 

6. AWAIT FURTHER INSTRUCTION ,.. EVACUATION OR RETURN TO 

WORK, 
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APPENDIX B 

AGREEMENTS 

All contractual Agreements to be made which involve employees of public 
educational agencies in Iowa (LEA's, AEA's, MASC's, and state universities) are 
to be made with the agency rather than the individual. All payments \vill then 
be made to the educational agency and the agency may reimburse the individual. 

The Agreements must be signed by an authorized representative of the 
educational agency. Official signatures of the following are acceptable for 
Agreements \Vith I.mva Regent Institutions: 

University of Iowa 
Randall P. Bezanson or 
Ray Mossman 

Iowa State University 
Wayne R. Moore or 
Richard E. Hasbrook 

University of Northern Iowa 
Harold J. Burris 
Gary B. Shontz or 
Robert D. Stanbury 

No Agreement will be binding upon the Department until signed by the 
Coordinator, Office Services. Therefore, no services under the Agreement should 
be started until the Coordinator's signature has been secured. Agreements must 
be submitted to Office Services at least 15 working days prior to the date 
contractual services are to start. If a Pre-contract Questionnaire is needed, 
you will be asked to prepare it for the Deputy Superintendent's signature. If 
approved by the Deputy, the Pre-contract questionnaire will be sent to the 
Comptroller by the Deputy's secretary. If approved by the Comptroller, the 
contractual agreement will be processed by Office Services. 

The types of Agreements which must have a Pre-contract Questionnaire are 
those that add to DPI resources, either with personnel or products or which 
bring professionals into the Department to assist or consult with staff. 
Agreements through \vhich the Department pays travel or per diem to individuals 
from outside the Department for training purposes do not need a Pre-contract 
Questionnaire. However, for individuals \vho are members of public educational 
agencies in Iowa, reimbursement must go to the individual's employer and the 
agency may reimburse the individual. 

Agreements submitted to Office Services after contract services have started 
will not be processed for approval. The person(s) allowing such services to he 
performed without Department approval will be liable for any costs incurred. 

(Insert in Employee Handbook as page 53. Refer to page 19 in the Handbook for 
related information.) 
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ADDENDUM C 

~ (p. 21) 

Arrangements for use of cars on offid.al business (pool, DPI, or personal) 
are made through the Reso~rce Center. The telephone number is 34'75, 

All pink tickets for pool cars should be turned in promptly to Account
ing even though a voucher has not been prepared for payment, Check the pink 
copies for accuracy and record the number of miles driven if needed for the 
Unit supervisor. 

When a pool car is turned in after hours, the 
to Accounting by the Vehicle Dispatcher's Office. 
pink ticket and send the driver a copy, 

pink ticket will be sent 
Accounting will keep the 

As in the past, if a trip is made for which no personal expenses are 
incurred, the driver should notify Accounting thatono claim will be submitted. 

~ONFERENCE CALLS. (pp. 47, 48) 

The Capitol Complex telephone system provides for various conference 
call arrangements, Conference calls within Iowa, and involving not more 
than five telephone numbers, are very rea'!.onable in cost, 

A conference call involving not more than three telephone numbers can be 
originated from any telephone in the Department without operator assistance, 

A conference call involving not more than five telephone numbers can 
be arranged through state operators by dialing "0," AllmJ one day in advance 
for making the hookup. 

Conference calls imrolving more than five telephone numbers can be 
arranged through the telephone company, Dial "9" and "0" and ask for a con
ference operator; furnish the telephone numbers, date, time, etc. for the 
hookup. Costs for this hookup will be ~bstantially greater than for other 
types of conference calls. Allow two days in advance for making the hookup, 

It will be necessary for the person originating any conference call 
to give prior notice of pertinent information to those who will be connected 
in the hookup, 

CONFERENCE ROOM TELEPHONES 

The State Board Room is equipped with a speaker and one table microphone 
for providing group telephone conference arrangements, 

Conference Rooms Ill (2nd floor, north) and 113 (3rd floor, southeast) 
are equipped with a jack to provide telephone conference (or single use) 
capabilities. The telephone may be checked out from Equipment and Supplies 
to individual staff members responsible for the conference rooms, 
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CORRESPONDENCE 

1. Letters--Business letters >rritten by DPI staff should convey 
a proper image of the Department and person signing the letter, while stating 
the intended message in concise and understandable language. The Gregg Re
ference Manual, Fifth Edition, is a recommended guide for preparing letters, 
A copy of the manual is available from secretaries for the State, Deputy and 
Associate Superintendents. 

2. Memorandums 

a. In-office memorandums are to be typewritten on plain white 
paper, using the follo,.ing format: 

DATE: September 1, 1980 

TO: .James E. Mitchell 

FROM: Floyd A, Sievers 

SUBJECT: Personnel Study 

(BODY) 

F, A, S. 

F'AS/ka 

b, Out-of-office memorandums are set up in the same form as 
in-office, except they are usually typewritten on black 
letterhead stationery for printing, If multiple responses 
back to the Department are expected, it will be advantageous 
to use a typewritten, modified beading, ~~ith the appropriate 
Unit name on the third line. 

A full signature block should be used according to individual 
~;ishes. For example: 

Sincerely yours, 

Donald V, Cox 
Associate Superintendent 
Instruction and Professional Education Branch 

GRIMES OFFICE BUILDING PASSES 

After hours passes are issued as needed to support staff by the secre-· 
taries to the State and Deputy Superintendents and also the Coordinator 
of Office Services. Professional staff members are issued numbered 
passes to use during their period of employment, 
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INVENTORY 

A Department-wide inventory is taken each year as of June 30. Items 
to be included are office equipment and furniture. 

The annual inventory is ta.ken using guidelines established by the 
Equipment and Suppli.es Unl.t. 

!4AILBA,Q. ( p. 19) 

The Department's approach to combined mailings is through the bi-weekly 
"Mailbag," (Every pay day). Including mnltiple enclosures in one etliTelope 
is cost saving and allows DPI mail to arrive In one package rather than 
separate envelopes. 

Currently, 635 copies are needed for the Mailbag. The Mailbag is 
sent to the LEA's, AEA's, MASC's, State Board, DPI Administration and a 
special list established by the State Superi.ntendent, If distribution 
is to include all DPI professional staff members, 797 copies are needed. 

MEETING ROOMS 

Every effort must be made to reser.ve space for meetings in public 
or other buildings without charges. 

If it ts impossible to secure such accommodat:tons, Bend a request to 
Office Services for processing. Final approval must be secured by Office 
Services from General Services Administration. 

MEMBERSHIP DUES 

Following approval >Jithin the Department for NEW professional organiza
tion memberships for the Department, J.t will be necessary to schedule a staff 
member to appear before the Executive Council and furnish justification for 
the membership. 

MODIFIED HEADING 
-~~~""·"~·===-==o<~-.."~ 

Printing jobs authored in the DPI will not be processed without a 
proper heading, As the name implies, the heading must c~ar at the .E2J?. 
of the" .E!.!le, Acceptable style for a !ll<ldi.Hed heading is as follows: 

State of Iowa 
DEPARTl1!lNT OF PUBLIC INSTRUCTION 

School Transportation and Safety Education Division 
Grl.mes State Office Building 

Des l1Dines, Iowa 50.319 

OVE~~ (pp. 44, 45) 

Overtime eligibility is designated by job class. Classified per
sonnel in supervisory positions and certificated staff are not eligible 
for overtime. Overtime is that tl..me an elJ.gJ.ble employee works in excess 
of a regularly scheduled 8-hour worklng day or 40--hour week. 
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Because of budgetary limitations it is the position of the Depart
ment to keep overtime to an absolute minimum. Any use or need for over
time must be authorized in advance by the State or Deputy Superintendent. 

Department supervisors are to consider work schedule changes whenever 
feasible in an effort to keep overtime to a minimum, however, these changes 
shall not be made arbitrarily. 

When overtime is properly authorized, payment should be made in 
either cash or compensatory time, but the recommended procedure is to 
utilize compensatory time off in lieu of cash payment for overtime. 
OVertime shall be compensated at a rate of one and one-half times the em
ployee 1 s regularly hourly salary rate or an hourly equivalent in compe usa
tory time off. 

The immediate supervisor is to contact the Personnel Officer on 
procedures and/or restrictions for the scheduling of overtime, 

PUBLICATIONS 

Publications prepared by DPI staff must include a page for designating 
the State Board, Administration and appropriate Branch. Illustration of an 
accepted format appears hereinafter: 

State of Iowa 
DEPARTMENT OF PUBLIC INSTRUCTION 

Grimes State Office Building 
Des Moines, Iowa 50319 

STATE BOARD OF PUBLIC INSTRUCTION 

Susan M, Wilson, President, Waterloo 
Robert G. Koons, Vice-President, Clinton 
William N. Cropp, Des Moines 
Jolly Ann Davidson, Clarinda 
Karen K, Goodenow, Wall Lake 
Mary E~ Robinson, Cedar Rapids 
John E. van der Linden, Sibley 
Harold R, Yeoman, Monticello 
(Vacancy) 

ADMINISTRATION 

Robert D. Benton, State Superintendent, and Executive Officer 
of the State Board of Public Instruction 

David H. Bechtel, Administrative Assistant 
James E, Mitchell, Deputy State Superintendent 

Pupil Personnel Services Branch 

Drexel Lange, Associate Superintendent 
J, Frank Vance, Director, Special Education 
Carol Bradley, Chief, Instructional Services 
Steve Maurer, Consultant, Severely and Profoundly Handicapped 
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RECORDS MANAGEMENT 

Each state agency is responsible for its own records inventory. The 
State Records Management Division serves as a consultant in establishing 
retention schedules. Forms for adding or deleting a record series to the 
Records Management Manual are available in Office Services. The Deputy and 
Associate Superintendents and Coordinator of Office Services have reference 
copies of the Manual. 

The Records Management Divis ion also offers services for microfilming 
records which meet specified criteria. 

TELEPHONES REPAIRS 

Service requests to repair telephones should be made by the person to 
whom the telephone is assigned. Call 5450. 
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ADDENDUM D 

CONFERENCE ROOMS 

The DPI Receptionist (tel. 3191), located on the second floor, will 
assist staff with arrangements for conference meeting rooms in the Capitol 
Complex. There are five meeting rooms on the second and third floors of 
the Grimes Office Building. There is a larger space for meetings, in the 
Grimes Conference Room, which is located on the first floor; it can be 
divided into two separate areas. 

There are twenty additional meeting rooms, plus a 300-capacity 
auditorium, available in the State Complex; with advance planning these 
can be reserved and there is no charge to the users. 

The Department of Public Safety has meeting rooms available at their 
District Headquarters at no cost. The eleven locations, room capacities 
and telephone numbers are as follows: 

District Capacity Reservation Telephone. 

1. Des Moines 50 (515) 281-5114 
2. Osceola 35 (515) 342-2108 
4. Denison 35 (712) 263-4 621 
5. Cherokee 35 (712) 225-5119 
6. Spencer 75 (712) 262-1424 
8. Mason City 20 (515) 424-3625 
9. Cedar Falls 75 (319) 266-2677 

10. Oelwein 35 (319) 283-5521 
12. Davenport 35 (319) 359-0388 
13. Mt. Pleasant 75 (319) 385-8715 
14. Ottumwa 35 (515) 682-4589 

Requests for meeting rooms in Polk County which require reimbursement 
must be approved by General Services Administration through Office Services. 

Costs for "coffee breaks" or "refreshments" associated with meetings 
are considered to be personal discretionary expenses and not reimbursable. 
There is an exception; the costs for refreshments, such as coffee or soft 
drinks, may be allowed for meetings conducted by agencies for the benefit 
or input of citizens and other levels of government where those in atten
dance are not reimbursed for expenses or salaries for their participation. 
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ADDENDUM E 

The Vehicle Dispatcher has issued a new form along with different 
procedures for requisitioning pool cars beginning August l. Information 
from the requisition form will be transferred directly to a Comptroller-based 
computer via on-line terminals in the Dispatcher's Office. Therefore, it is 
essential that the forms be completed with accuracy. The Resource Center will 
continue to work with our users to arrange for vehicles and prepare the requisi
tions. 

Primary changes with the new form and procedures are: 

l. Requisitions must be prepared and mailed by the Resource Center 
to reach the Dispatcher at least three working days before the 
vehicle is to be checked out. 

2. If a vehicle is to be used on a monthly basis, the three-part 
requisition form will be mailed to the Dispatcher by the 
Resource Center. 

3. For uses of less than a month, the driver will need to take one 
copy (pink) of the requisition to the Dispatcher to pick up the 
vehicle. 

4. Due to the scheduling by computer, it is important that the pool 
car be returned on time. If the car is needed for a longer period, 
the user must contact the Resource Center as soon as possibie so 
that they may make the proper arrangements with the Dispatcher's 
Office. 

To coordinate our input so it is compatible with the Dispatcher's 
new form, our in-house car request form has been revised and will be made 
available for use. 

ADDITIONAL INFORMATION 

INSURANCE: The state contract for VEHICLE LIABILITY INSURANCE with Employers 
Mutual Casualty Insurance has been extended through June 30, 1982. 

EMERGENCY EQUIPMENT: The three DPI cars have been equipped with a First Aid 
Kit, Fire Extinguisher and Flare Kit. (One of the triangle-shaped 
flares has been placed on the receptionist's desk. You may wish to 
examine it and see how the unit locks and unlocks.) Instructions 
have been attached to the sun visor to indicate the location of 
this equipment in each of the DPI cars. 
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ADDENDUM F 

Payments due to the DPI 

Insert in Handbook 
(11-18-81) 

Whenever any employee instructs an individual or agency to send 
money into the Department, the individual or agency should be told to 
send the money to: 

Accounting Unit 
Department of Public Instruction 
Grimes State Office Building 
Des Moines, Iowa 50319 

The only exceptions to this rule are: 

Teacher Certificate Fees 
High School Equivalency Fees 
CISI Sales of Material 
Sales of Publications by the Publication Section 

(In accordance with State Auditor's Report.) 
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ADDENDUM G 

TELENETWORK 

2/8/82 
Replaces Addendum G of 12/24/81 

(Insert ~n Handbook) 

The DPI has two teleconferencing capabilities to link either the 
campuses of the Merged Area Schools or the Area Education Agencies to 
three different locations in the Grimes State Office Building. The 
major difference between the two separate networks is that all stations 
on the Area School campuses are always "on" during any conference call, 
whereas only those stations designated on the scheduling request will be 
made a part of the AEA hookup. These networks are known as the telenetwork 
and CIDS, and arrangements to use these two networks may be made by 
contacting Donna Reed (3124). Interconnections of the Merged Area 
Schools and Area Education Agencies is not feasible at this time because 
of a severe imbalance in volume. 

LOCATIONS 

The telenetwork equipment is located in the room adjacent to the 
southeast conference room on the third floor. 

The State Board Room and north conference room on the second floor 
are wired for using portable teleconferencing equipment. The portable 
equipment can also be used at most desk locations in the Grimes State 
Office Building with a regular telephone hookup. In addition to the 
hookups with the Merged Area Schools or Area Education Agencies, the 
portable equipment can be used to conference with up to four additional 
telephone numbers anywhere in the United States. These hookups can be 
made through the state switchboard operator. 

SITES 

CIDS equipment is also located in the Hoover Building in the 1st 
and 5th floor conference rooms as well as at each AEA and Social Service 
office. Use of these rooms must be scheduled in advance. The receptionist 
on the second floor will assist you in making these arrangements. 

Additional area school equipment is located in the offices of the 
Iowa Association of Community College Trustees as well as most campuses 
of the fifteen merged area schools. Teleconference coordinators at each 
site will assist you in making a reservation. 

Depending on the length of the conference call you may wish to 
schedule the call directly to your office telephone o~ if necessary, to 
any telephone available for your use. This is accomplished by requesting 
a "patch" when scheduling the call. 
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Due to the amount of usage on the two networks it is not desirable 
to remove the teleconference equipment from the Grimes Building during 
working hours. However, depending upon the schedule, arrangements may 
be made by coordinating your request with Donna Reed. 

PROCEDURES 

Teleconferencing arrangements must be made by completing a special 
form and then-submitting to Donna Reed for scheduling. 

Existing in-house equipment is designed to permit a speaker(s) to 
address the primary group from home or office. Two additional telephone 
numbers can be connected to either the Merged Area Schools or Area 
Educational Agencies networks. 

Tape recordings may be broadcast to other sites within the networks 
by use of the AUX in jack located on the back of the equipment. FCC 
rules do not permit recording unless all participants have been notified. 
A 10 second "beeping" sound can be placed over the speaker to alert all 
participants that a recording is being made of the meeting. See Donna 
to activate this sound. 

OPERATIONS 

Speaker controls are located on the back of the unit. 

VOLUME: This control has "on" and "off" positions. To increase 
the volume turn the control clockwise. This control is left in the "on" 
position during working hours. 

The teleconferencing equipment must be turned "on" from a telephone 
located on Donna Reed's desk. The red light on the speaker unit only 
indicates that the set is plugged in, not turned "on". 

Microphones are interchangeable, and for group meetings up to four 
microphones can be used on either network. Be sure that the use of four 
microphones does not conflict with some other scheduled activity on the 
teleconference hookup. 

IN-SERVICE TRAINING 

In-service training sessions for using the teleconferencing networks 
can be arranged with Donna Reed. 
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